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CLASS SPECIFICATION 

 

 
 
TITLE          GRADE EEO-4  CODE 
 
PROGRAM MANAGER, NEVADA NATURAL HERITAGE      37       A  7.855 
 
Under general administrative direction, the Program Manager, Nevada Natural Heritage, is assigned to 
administer program activities and supervise staff; coordinate the development and maintenance of a 
comprehensive database on sensitive plant and animal species found throughout the State; and plan, direct and 
participate in the exchange and distribution of program data.  The program serves as a resource center and 
clearinghouse for data related to the location, rarity and population of sensitive, threatened and endangered 
plants and animals. 
 
Develop and maintain a comprehensive database system including the population, location, rarity and 
sightings of sensitive plant and animal species found in the State; review and evaluate data; coordinate data 
assimilation, mapping and data entry functions to ensure data integrity; share data and coordinate activities 
with other heritage programs and information networks; oversee the maintenance of manual files. 
 
Provide requested data regarding sensitive, threatened and endangered species to various organizations and 
agencies, developers, biologists, botanists, zoologists, museums, universities and others; coordinate and 
provide written replies as appropriate. 
 
Maintain communication and exchange data with other scientists working on sensitive species; research, 
organize verify and edit data; continually update biological information concerning the management, 
conservation, vulnerability and physical environment of various plant and animal species. 
 
Coordinate efforts and plans with State and federal agencies concerned with sensitive plant and animal 
species; set priorities for survey and research needs for sensitive species; plan, organize and coordinate field 
studies and develop conservation plans. 
 
Represent the program's interests at public hearings, meetings and other forums; provide information 
concerning program goals and activities and specific sensitive species.  
 
Explore and solicit alternative funding sources; prepare and submit grant proposals; administer contracts, 
grants and budgets; prepare periodic reports and summaries in accordance with contract and grant 
requirements. 
 
Train, supervise and evaluate the performance of professional and support staff; assign and review work; 
prepare work programs and work performance standards; counsel and discipline staff as appropriate. 
 
Develop program policies and procedures in accordance with current laws and regulations; evaluate needs, 
identify problems and develop workable solutions. 
 
Develop program plans and budgets; analyze financial records and data; review available resources and 
program direction; develop equipment specifications; document expenditures and ensure the preparation and 
maintenance of fiscal records and controls; review, modify and draft budget proposals; present budget 
requests to the legislature; and submit comprehensive reports as required. 
 
Review and critique environmental assessments, environmental impact statements and management plans 
related to sensitive species; prepare program narratives and supporting documents. 
 
Perform related duties as assigned. 
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MINIMUM QUALIFICATIONS

EDUCATION AND EXPERIENCE:  Master's degree in biology, botany, zoology or closely related field and
3 years of professional experience conducting field surveys of sensitive plant and/or animal species, including
one year of budget and program management experience; OR an equivalent combination of education and
experience.  Note:  This position may be filled with either a botanist or zoologist as determined by the agency
at the time of recruitment.

ENTRY LEVEL KNOWLEDGE, SKILLS AND ABILITIES (required at time of application):
Working knowledge of:  flora and/or fauna found in the State; principles of biology and ecology pertaining to
the conservation, protection and management of sensitive plant and/or animal species; principles of taxonomy
and biological systematics; State and federal laws and statutes related to endangered plant and animal species;
grant procurement and administration and agency networks; database management techniques and microcomputer
operation; budget development and administration; statistical and financial recordkeeping techniques.  General
knowledge of:  basic principles of training and supervision; contract and grant management.  Ability to:
communicate principles of conservation biology effectively, both orally and in writing; maintain comprehensive
records and databases; write effective reports and recommendations; maintain financial records; prepare and
control program budgets; exchange information with biologists, zoologists and others in the scientific community
regarding the location, population and sighting of sensitive plant and animal species; provide biological and
ecological information to developers, government entities and regulatory agencies; persuade others to adopt
courses of action conducive to protection and conservation of sensitive and endangered species; establish and
maintain cooperative and effective working relationships with other agencies, scientists, developers, industry and
the public.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES (typically acquired on the job):
Detailed knowledge of:  flora and/or fauna found in the State; principles of biology and ecology pertaining to
the conservation, protection and management of sensitive plant and animal species.  Working knowledge of:
State laws and regulations impacting the Natural Heritage Program; State personnel, purchasing, accounting and
budget processes.

This class specification is used for classification, recruitment and examination purposes.  It is not to be considered
a substitute for work performance standards for positions assigned to this class.
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